Certification 2005 — Checklist B

Appendix (CERT2005B)

April 07, 2005
Appendix A-1
Example of Batch Valuation

M Batch Pricing Program

Be sure 001 is
entered here.

\

Use TSB000O-Input
File_Select Parcels to
create an input file.
Otherwise follow the

instructions for using RY

\\Memo ID’s. /

All other buttons should
be clicked based on the
roll process that you are
running. If rolling by
review year, the “All
Parcels” should be the
only button selected.

Select this option to
take you to the next
screen to use RY
memos for Batch

Selection.

Area:
Parcel Selection Propeity Classes
* Al Parcels (* Al Property Classes
" Input File 2 _anﬁf: —
" Parcel Set w
[~ Mineral

" BIN I Industrial
" Dwner I~ Commercial
" Address ™ Residential
" Alermnate PIN :: E::lmpt /
£ Meighborhoad r Dth:r classes

| Tawing District

| " Al Districts

" Digtrict W
Select parcels ta process.
Statistics K
Parcel:
Count Selected: Filkered: Processed:
Start Time: End Time:
Elapsed Time:
Avg. Parcel Time: Parcels/Minute:
Est. Time Left
Ok | Gt | Selection Options... /

X

Selection Options

These optiohs are for further refining of parcel selection.

Relation refers b how the current selection relates to the previous selection. Only one

'EXCLUSIVE DR’ can be used in the query on a particular item.

Evemthing to the left of the 'EXCLUSIVE OR' iz compared to everything ta the right of it

'BMD* has the highest precedence, 'AMD's will be processed before '0R's.
Selection [tem:

[ Process Orly WVacant [Mormproved) Land

[ Process Orly Improved Land

N

These two options should not be
checked.

flf you are processing by Memo ID, such as review\

year, you will need to click on Memo ID, then
select or not select ID’s as needed, then click Add.
NOTE: If using multiple id’s, be sure to click Add
for each one.
NOTE: Anytime you are using “Not” with
multiple entries, the relation will be “And”. For
example, if you are trying to produce a run that is
for all agricultural with the exception of parcels
that have memos RY04 and RY03, then the query
should be as follows:

NOT “RY03” AND NOT “RY04”

Once you click OK here,
you will need to Click OK
again to take you to the

& Mema D
Mot kMemo (D Relation Add
T |rvod | a| Reset
Guery List
Mema (D Selection:
R4
ok | =

Batch Pricing Options

\Qreen.
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Batch Pricing Options

Froperty Records Walue Type ] ] ]
© Land This screen should look like this,
O (e 9 i et with the exception of the Report
& Bath 0 Assessed file location. The path to your
“datasql” directory on the server

—— .
\\should be listed here.
Report file:  |j:\assessorimanatrontprovalplusidata

[ Change all pricing methods to Cost?

k. | Cancel
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Appendix A-2

Example of Value Change Tracking Edit Report

B Value Change Tracking Edit Report

|/ Use TSBOOOO-Input

Be sure this says 001 ’

\

File Select Parcels to

create an input file.
Otherwise, follow the
instructions to use RY
Memo ID’s.

_

All other buttons should
be clicked based on the
roll process that you are
running. If rolling by
review year, the “All
Parcels” should be the
only button selected.

- . .
Select this option to
take you to the next

Area;
Parcel Selection Property Classes
& Al Parcels & ae Laer
™ Input File 7 Peange
" Parcel Set J ™ Agricultural
I~ Mineral
BN I Industrial
" Owner ™ Commercial
© pddiess [ Residential
I Exempt
" Altemate PIN Kﬁ.mp
™ Utility
£ Neighbothood I Other classes
| T axing District
| * Al Districts
" Digtrict |
Select parcels to process
Statistics
Parcel:
Caount Selected Filtered: Processed:
Start Tirme: End Time:
Elapsed Time:
Awg. Parcel Time: Parcels/Minute:
Est. Time Left:
Ok Cluit | Selection Options !

Selection Options

Selection |tem:

* Mema D
MHat  kMema [D

[ Process Only Vacant [Mordmproved) Land

[ Process Orly Improved Land

These optiong are for further refining of parcel zelection,

Relation

Relation refers bo how the cunent selection relates to the previous selection. Only one
'EXCLUSIVE DR’ zan be used i the query on a particular itern.

E verything to the left of the 'EXCLUSIYE OR' is compared to everything to the right of it.
'AMD" has the highest precedence, 'AND's will be processed before '0R's.

I |Rvod
Query List

-] |

=]

=

/\

————_screen
X

These two options should not
be checked.

Add

Feset

Mema [0 Selection:
R4

|

If you are processing by Memo ID, such as review year,
you will need to click on Memo ID, then select or not
select ID’s as needed, then click Add.

NOTE: If using multiple id’s, be sure to click Add for
each one.

NOTE: Anytime you are using “Not” with multiple
entries, the relation will be “And”. For example, if you
are trying to produce a run that is for all agricultural
with the exception of parcels that have memos RY04
and RYO03, then the query should be as follows:

NOT “RY03” AND NOT “RY04”

|
oK "

AT |
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you to the next screen.
~_

Once you click OK here, you will
need to Click OK again to take

I




Edit Report Options

WWhat bo print:

o]

Iv Parcels which need ta be priced
[v Parcels which need to have values allocated
[ Parcels which have unposted changes

| Parcels which need assessment notices printed

Be sure this screen is checked
as noted.

—
/

Cancel |
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Appendix A-3
How to Run TSB1830C - Batch Valuation Analysis

Step 1: In Query Analyzer, open TSB1831C-Drop Last Certified Table.sql. This script
will remove the LastCertified table from your common database. If this is the first time
you’ve run this report, then you can skip this step. Otherwise, this step is required each
time this report is run.

Step 2: In Crystal Reports, open TSB1832-Last Certified Input.rpt. This report will
create a table in common with the last certified values. Run the report as follows:

Enter, Parameter, Yalues rg| Enter Parameter, ¥alues @

Discrete Value

Parameter Fields:

Parameter Fields:

Digorete Yalue

ork DMLY {eady to Expo
[1]:4 | Cancel | Hel | / l—l Cancel | Help

AT the Parameter Values window, choose whether to run the report in “Report
ONLY” option or “Ready to Export” option. If you want to see the data in a
normal report before creating the LastCertified table, then choose “Report ONLY.”
Otherwise select “Ready to Export.” If you choose report only, you will have to re-
run the report in “Ready to Export” before you can continue.

Once you have selected “Ready to Export” click the yellow lightning bolt and the report will load as

follows:
=

sEISAsEEORE =X COF Ae 8
s o S0 == | Tt T TR
Tk g - : 3 : < v 0 ]

Once the data has loaded, click
the export icon. Choose the
ODBC format and click OK.

sccEsEEELEess

D estinatior: Cancel
= Help
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I Next, choose the common32 ODBC
COomman3e 0k !

EFEDF!BE ] _ format and click OK. Then enter
R Cancel your SA password and click OK.

Cruztal Repozitary
CusterCommon32
Custerbd arket32
dBASE Files SOL Server, Login
Ewcel Filez

fremantcommonplus
fremantmark.etplus
fremaontpublicpluz
GemCommonPluz

Gemkd arketPlus b

Enter ODBC Table Hame [z|
T able Name Ok, | Q/_J Next, enter the name of the table to be

[LASTCERTIFIED created and exported to... Please be sure to
Cancel type the name exactly as you see it here or
your report will not run in Step 3.

-

Data Source: comman3z2 0K

[ Use Trusted Connection Cancel

Login 1D |sa Help

Password: 1 Options »>

Bl

. - Click OK.
Exporting Records
Exparting Records / The “Exporting Records” window will
appear and show the progress of the export.
Current Total When completed the window will disappear
s o= - and the export is complete. You are now
ready for Step 3.
4 % Complete
Cancel Exporting

Step 3: Open TSB1830C-Batch Valuation Analysis.rpt and click the yellow lightning
bolt to run:

Enter Parameter, Values g|
Enter the parameter for Neighborhood. If
you want total value for all parcels, run on
Neighborhood zero through 9999999 or
click no upper Bound.

Parameter Fields:

ENTER MEIGHEORHOOD RANGE

_—

j

Start of range |U ¥ Include value

End of range | r

Ok | Cancel Help
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Enter, Parameter Yalues

Parameter Fields:

SELECT CURRENT REVIEW YEAR

Discrete Value [2004]

Cancel

—
j/

Help

For the review year parameter, click the
down arrow and choose the current review
year.

Discrete Yalue

=]

Cancel |

\
|

Help

For the Percent Limit, click the down arrow
and choose the percent change you would like
to see highlighted. The parameter will show
you parcels with a percent change greater than
the parameter you choose. For example, if you
wanted to see all parcels with a percent change
greater than 30%, you would click on 30 - %.

Enter Parameter Yalues

Parameter Fields:

X

MeighborhoodR ange

Review''ear_Curent
PercentLimit

Discrete Value
1 - [Pririt &ll C ed P

2 - [Print Dver.-"Uner Lirnit DMLY
3 - [ Print Total Page DMLY ]

|

The last parameter is for the type of report you
want to see. They are as follows:

1. Will show ALL parcels checked to be
posted and their values along with a summary

page.

2. Will list only the parcels over or under the
percent limit you chose above.

3. Will create only the Summary Page used in
balancing.

—

Click OK to run the report.
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Appendix B-1

Example of Value Abstract Report

M Valuation Abstract Report

Lrea (W]

Parcel Selection
& All Parcels
" Input File
" Parcel Set

PN

" Dwner

" Addiess

i Allemate PIN
" Meighborhood

Select parcels to process.

Statistics

Parcel

Count Selected: Filtered:
Start Time: End Time:
Elapsed Time:

Avg. Parcel Time: ParcelsMinute;

Est. Time Left:

Quit |

=]

Selection Options... |

Property Classes
* Al Property Classes

- ﬁange’_

[~ Agricultural

I~ Mineral

I Industrial

I™ Commercial

I Residential

[~ Exempt

™ Utility

I DOther classes
Tawing District
+ Al Districts

Frocessed:

These optiong are for further refining of parcel zelection,

Selection |tem:
[ Process Only Yacant [Mon-mproved) Land

[ Process Only Impraved Land

See notes on Appendix A-1 or A-2 to
see what needs to be entered on these

Relation refers bo how the cunent selection relates to the previous selection. Only one
'EXCLUSIVE DR’ can be used in the query on a particular item.

Evemthing to the left of the 'EXCLUSIVE OR' iz compared to everything ta the right of it
'‘BMND" hag the highest precedence, "MD" will be processed before '0OR's.

* Mema D
Mot kMemo (D Relation Add
I |Rvod = | =l Reset
Cuery List
Mema (D Selection:
R4
Ok Cancel

two screens.
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Yaluation Abstract Options

Walues Dretail print options

f Computed ¥ Print parcel detail

£ Assessed v One-line detail

Land W alues Minirum % change ta print: ’5_ %
" Use I

f* Market [ Dizable additional page headers

Fieport file: |i:\aneSSor\manatrnn\prnvalplu&\datasql\absﬂ

kK | Cancel ‘

With the exception of the report file path, your
screen should be filled in like the above.
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Appendix B-

2

Example of Commercial Data Edit Report

B Commercial Data Integrity Edit Report

Area:
Parcel Selection Property Classes
&+ Al Parcels &+ All Property Classes
" Iriput File - ﬁange’_ l_
¢ Eacelsen = ™ Agicutral See instructions under Appendix
[~ Mineral .
“ e W s A-1 for these first two screens.
" Qwner [ Commercial
" Addiess [~ Residential
[~ Exempt
" Altemate PIN Uity
*" Heighborhood [ Other classes
Taxing District . .
| & Al Disticts Selection Options
® D These options are for further refining of parcel selection.
P —— Fielation refers to haw the current selection relates to the previous selection. Only one
> g ) ‘EXCLUSIVE OR' can be used in the query on a particular item.
Ewerything ta the left of the 'EXCLUSIVE OR' iz compared to evemthing ta the right of it
AMD" has the highest precedence, AMD's will be processed before '0R's.
Selection [tem:
s'at‘slﬁcs [ Process Only % acant [Mon- mproved) Land
arcel
Count Selected: Filtered: Pracessed: [ Process Only Improved Land
Start Time: End Time:
Elapsed Time: * MemaolD
Avg. Parcel Time: Parcels/Minute: Mot Mermo D Belation Add
Est. Time Left:
N TET] B | Reset
QK | Guit Selection Options. .. Quel}' List
tema ID Selection:
"Rvo4"
As long as the folder data path
is the one to your server, leave
this screen as is. If not, change
the data path to your datasq|l
folder on your server. oK Cancel

X

Save Edit File s X

Savein: | () datasql

x| e @k E-

A =

[Z] CarmmEdit . bxt

by Recent [Z] Edito01 bt
Documents | =) qenyy 215t
?‘[‘ [£] GERULZ22 bt
[Z] tFRpt001 Ext
Desklop 2] tFRptz004.txt

[Z] Impa1215.txt
[£] Impatzz2 bxt
2] Impa1215.kxt
2] Impa1222. bxt

2

My Documents

[Z] mpT1z22 bt
[Z] LEGL1Z15 but
[Z] LEGL1zz2 bt
[Z] postond b=t
[£] postzon4, bxt
[£] pricennt txt
[£] 5ADD1215.bxt
[£] 5ADD1222.bxt
[Z] TRAM1Z1S,bxt
[Z] TRAN1 222, bxt
[£] valzo4,txt

[£) mpL1z15.txt  [E] valDet bxt
_.jl)j [£] ImpLi222.txt
My Computer [£] Impstzz2.txt
[£] mpT1215.txt
<
My Metwarl File: narne: |E0mmEdit. bt j Save
Places
Save as type: | Text files [“TXT) j Cancel
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Appendix C-1

Example of Post Values

Be sure area is 001

B Maintenance ‘600~ Change Posting

Area
Parcel Selection Property Classes
& Al Parcels " Al Property Classes
 Input File - ﬂange’_ l_
" Parcel Set J [~ Agricultural
[ Mineral
BN [~ Industrial
" Owner [~ Commercial
 pddiess [~ Residential
" Altenate PIN r Ex.empl
[ Utility

" Neighborhaod [ Other classes

| Taxing Diztrict

| &+ Al Districts

 Dighrict W
Select parcels to process.
Fieady
Statistics
Parcel:
Count  Selected Filtered Fiocessed
Start Tirne: End Time:
Elapsed Time,
Avg. Parcel Time: Parcels/Minute:
Est. Time Left:
Ok Cuit Selection Options..

Selection Options

SURE this is clicked ON.

clicked OFF.

When running for the first time, BE

If ready to post in update, BE SURE it is

Yalue Chan e RPastip.

‘e /& good backup befaore runningl].

IMPORTAMT| Thé posting cannot be undone, except by restoring a backup (2o

See instructions under Appendix
A-1 for these first two screens.

X

These optiong are for further refining of parcel selection.

Fielation refers to haw the curent selection relates to the previous selection. Only one
'EXCLUSIVE OR' can be uzed in the query on a particular iten.

Ewerything to the left of the 'EXCLUSIVE OR' is compared to everything to the right of it.
AMD' has the highest precedence, AMD's will be processed before 'OR's.

Selection [tem:
[ Process Orly % acant [Mon-lmproved] Land

[ Process Only Improved Land

* Mema ID
Mot Mema D Relation Add
™ [rvos N ~| Reset
[ueny List
tema ID Selection:
"RY04"

]9 | Cancel |

[¥ Create edit report only - don't post values
¥ Print parcel detail on edit report

If you are posting the current review year, BE S@
the review year you are rolling is entered here.

If you are rolling anything other than current review
year, leave this field BLANK if running in one batch.
However, if you have made category changes and

such in previous years, post each year separately and
Field.

|2004
01/01 /2004

Review Year:

Effective date:

Reason for change: | 01- Revaluation

| cnone>

=]

Rule Set:

Cancel

AQW the appropriate year in the Review Year
\ﬂke sure the effective date is correct

Cert2005B_Appendix.doc
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Appendix C-2
How to run TSB9500C-Valuation Reports (6 Step Process)

Step 1: In Query Analyzer open TSB9500C-ValRpt_Step01 Delete Work Tables.SQL.
This script will delete the work tables in the common database so you can run the
following Crystal Reports. Click the green arrow button to run the script.

Step 2: In Crystal Reports open TSB9500C-ValRpt_Step02_Determine Last
Date_Seq.RPT. This report will be exported into the common database and create the
VALUATION_LAST table.

Click the yellow lightning bolt to start the report:

Enter, Parameter Values @ Enter, Parameter Values rg|

Parameter Fields: Parameter Fields:

Effc'earStart
EffcvearEnd
RunOption RunOption

Select Effective Year Start Select Effective Year End

Discrete Yalue

Discrete Value

ak. | Cancel | Help | 0k | Cancel Help |

Enter Parameter, Values B__<| | Enter, Parameter, Yalues

H
Parameter Fields: H Parameter Fields:

EffcrearStart E EffcvearStart
EffcvearEnd | |EffcYeatnd
i

Discrete Value

Discrete Value

Ok | Cancel Help ak. Cancel Help

Parameter Values:

EffcYearStart: This would be the first day of the current review year.
EffcYearEnd: This would be the last day of the current review year.

RunOption: You can run the report in 1 — Report ONLY or 2 — Ready to Export. If you want to see the data in a normal
report format, then choose the Report Only option, otherwise click on Ready to Export. If you run in report only you will

need to re-run the report in Ready to Export before you continue.
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Once the report loads, click the export icon
to begin exporting the data to the common
database.

Choose the ODBC format. Click OK.

Format;

(= R

Drestination:

J Help
ODBC Fo
Choose the
CRORSV3E o common32
Eﬁiﬁwgs Cancel ODBC format. _
Crystal Repositany Click OK. SOL Server Login

CusterCommon32
Custertarket32
dBASE Files

Excel Files
fremantcommanplus
fremantmark etplus

Next enter your
SA password and
click OK

—]

Data Source: commaon32 Ok

[ Use Trusted Connectian

fremaontpublicplus

ok |
GemCormmonPlus Lagin 10: [sa Help

wv
GembdarketPlus Y Password: | xxxxxx

Enter, ODBC Table Name Enter the table name exactly as shown here, or

your next report in Step 3 will not run.

Table Mame
[+ALUATION_LAST|

Canicel

Exporting Records

The Exporting Records
windows shows the progress,
when it disappears, the table
has been exported and created.

Exporting Records

Current Tatal

r’ Records 453 1199

38 % Complete

| Cancel Exporting

X

Step 3: In Crystal Reports open TSB9500C-ValRpt_Step03_Determine Detail
Entries.RPT.

1. Click the yellow lightning bolt to start the report.

2. The parameter screen gives you the choice of “Report Only” or “Ready to
Export.” Same as in Step 2. Once you have selected “Ready to Export” follow
the same entries as Step 2, EXCEPT for the table name, which is:
VAL_DETAIL_WORK

3. Once the Exporting Records window is gone
then the report is finished.

Enter ODBC Table Name r5_<|

Table Hame
|VAL_D ETAIL WORK
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Step 4: In Crystal Reports open TSB9500C-ValRpt_Step04_Determine Valuation
Entries.RPT.

1. Click the yellow lightning bolt to start the report.

2. The parameter screen gives you the choice of “Report Only” or “Ready to
Export.” Same as in Step 2. Once you have selected “Ready to Export” follow
the same entries as Step 2, EXCEPT for the table name, which is:
VALUATION—WORK . . ' Enter, ODBC Table Name

3. Once the Exporting Records window is gone
then the report is finished. Table Name

WALUATION_WOR
| = K Cancel

Step 5: In Crystal Reports open TSB9500C-ValRpt_Step05_Determine Summary for
Balancing.RPT.

1. Click the yellow lightning bolt to start the report.

2. The parameter screen gives you the choice of “Report Only” or “Ready to
Export.” Same as in Step 2. Once you have selected “Ready to Export” follow
the same entries as Step 2, EXCEPT for the table name, which is:
VALUATION_SUMMARY.

3. Once the Exporting Records window is gone
then the report is finished. Table Mame ok |

WALUATIOMN_SUMMAR
| - i Cancel

Enter ODBC Table Name

Step 6: In Crystal Reports open TSB9500C-ValRpt_Step06_Valuation Reports.RPT.

1. Click the yellow lightning bolt to start the report.
2. The parameter screen is as follows:

Enter, Parameter Values FZ| Enter Parameter, Values g|

Parameter Fields: Parameter Fields:

AzzezsmentD ate
Trendvesho

Select Assessment Date

¥ Pick from defaultz

Discrete Value Discrete Yalue

1.4 450 ¥
<

»

Ok | Cancel | Help | ar Cancel | Help |

RunOption: You can list the Complete Detail for all parcels or just list those parcels that are out of
balance (where the Valuation Table and the Val Detail Table do not balance).
AssessmentDate: Choose the current Assessment Year.

Continued next page...
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Enter Parameter, Values

Parameter Fields:

(X

Are you going ta or have you Trended ?

Discrete Yalue

r'_Bef - [ | will be Trending |
r_Aft- [ have Trended |

FiunOption
AszezsmentDate

]

Cancel |

Help |

TrendYesNo: Tell the report whether your are
running the report but will not be trending OR
you will be trending but have not done so now
OR You have trended and this is a final report.

This report is used when you have either re-certified parcels during the Checklist
OR you are Trending. TSB9555C or TSB1960C will not pick up value accurately if
you re-certify or trend parcels.

Cert2005B_Appendix.doc
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Appendix D-1

Example of Create Valuation Interface

EDIT REPORT ONLY

Area 001 here.

M Create Yaluation Inter;Sge File

Area: [ Al Areas

v Edit report onlyi

Walue Allacations
" none

" Dwirer name
" Taw acet number

. . (* Create residential allocations for
T awing District

& Al districts ™ Create residential allocations far

o Parcel Selection

o * Al parcel IDs

9 " From: |

~

-~ To |

. (% Select date range

s Effective dates: |01/01/2004  to |01/01/2004
~

r " Select all dates T—
Sort by [v Orly export rmost recent chanae for each pancel

+ Parcel ID

— _KFor the first time, BE SURE \

‘Edit report only’ is checked ON.
Verify report.

When ready to create the actual
file, turn check mark off.

_

ﬁrify that dates are correct.

all parcels
active homesteads only

8 |

Select options and click OF.

o]

Cancel |

Reasons

\LThis must be checked on.

All other fields are as shown.

Uze the space bar or double-click ta togale selaction.

v 05 Change Ll zeage / S.P.
v [07- Mobile Home Added

v 09- Destroyed Property

v 11- Mew Construction-Partial
v 13- Mew Parcel by Split

v 15- Removal from F & Ag

v 17- Combined w/ Anather

v 21-Mew parcel / 5.P. Seg.
¥ 23 Azzessor Change

v 26-"alue change / 5.P.

v 28- Omitted Property

v 31- Mew Classified Timber

v 35 Mew Open Space F & Ag
v 41- Split / Owner's Request

Reason Code Selection E|g|

Click OK and then click OK on
| the Create Valuation Interface

\File screen.

Select &l

Clear Al

0K

el

Cancel

Cert2005B_Appendix.doc
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Appendix D-1 continued
Example of Create Valuation Interface
NOT Edit Report Only

3

M Create Valuation Interface File

Interface Format Area; |0 [ Aldreas [ Edit repaort anly
" Standard Parcel Selection t
" ATEK f+ Al parcel IDs
" ERC  From: |
" Manatron To: |
" Ashe :
" Bright W
' Hew Standard Effective datss: |01/01/2004  ta [01/01/2004
~
= " Select all dates
" Aspend 3
Sait by [v Dnly export most recent change for each parcel
* Parcel ID

Walue Allocations
" none

" Dwner name
" Taw acct number
{* Create residential allocations for all parcels

Taxing District o _ -
& Al districts ™ Create residential alocations for active homesteads only
L Interface file:; |J:\assessor\manatmn'\provalplus\D ataSOLy <

Select options and click QK.

" \When you click this Off, the

Interface Format section will light
up. Be sure “New Standard” is
selected.

File path should auto fill from
your preferences. Check path to

\besure it is correct.

Cancel | Reazons |

o]

Make sure all other fields on this screen are the same as was with “Edit
report only”, as well as with the “Reason Code Selection” screen.
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Appendix Y-1

Example of Prompt For Crystal Reporting

D  As aBlank Report

— Create a MNew Crystal Report Document

@ = Using the Repart Wizard

Welcome to Crystal Reports Xl

@ & Open an Existing Report —_

CR-Certification Reporting Reference.rpt
CACAMANReports\TSE_Land Master.rpt
CACAMANREeponts\TSE-Land Detail Analysis.rpt

Gern-Land Types Methods FF Dpth Size Soil Type Value Per FLI

v Showwelcome dialog at startup

o]

Cancel | Help |

This screen should open up to your\

manatron/provalplus/reports/users
folder on your server. If not, change
it to that folder. If you choose to save
to a different folder, remember which
folder you chose.

Highlight the report needed,
then click “Open”.

/\

When Crystal first opens, you
will be at this screen. Say
“OK” to “Open an Existing
Report”.

21X

Laokin |3 Reports

e = il == g

Cert0100-Allocations 90 Checking.rpt

El Certol 01-Allocations_Improvements_1-Posted.rpt
(] ert0102-Allocations_Improvements_2-Posted.rpt
& Cert0111-Allocations_Land 1-Posted.rpt
Cert0112-Allocations_Land 2-Posted.rpt
Cert0115-Allocations to Extensions Edit.rpt
Cert0116-Allocations Summary.rpt
Cert0117-Override & Reconciled Parcels-Posted.rpt
Cert0118-Exempt Parcels Checked to be Posted.rpt
Cert0119-Income Approach Parcels-Posted.rpt
Cert0120-Extensions Edit-Posted.rpt

I

[ |

Cert2005B_Appendix.doc
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Crystal Reports - [Improvement Allocations Edit 1-Posted]

: ==l x|

] File Edit View Insert Format Database Report Window Help ==

D@ -WSR& 7 ¥ 5B <= P O o K2

[ A IA\2BIUE=EzsA-B- o248 > % &%

A E T A ESINED S

CEFO LD " DA

Design | \ \ X W 4 > N =
e a0 N\ m oo S ST 3 e o T T B T i . TS

- @ County Nmmbel & [N ase

Report Header a R . .
: Improvementk.llocuhils Edit 1-Posted Cost & Market Methods Only A @hintDate

Report Header b

Certification Process

Neighborhood Range: :nn(lBegilg ihnrlmn(l_Emi

Page Header a

Page Header b

?{cpuﬂ Comments

Prop  Cost  Allocation Pd " Value

Error Neighh:
Class . Method | Group -
s i

Message .
w Gionp mony . Acighbor
i T

i

H b - - s xr & NOTE 1: When reviewin g these entries & thev look correct,
Jounter No Valug or Negative Value — - -

try re-valuin g the parcel, then check to see if you still have

AN EITor I essage.

NOTE 2: Also, if an entry looks right but you still get an earor
message, ry changing it then changing it back.

Details a el
Details b W/////////////////////
|Details ¢ W
REPEI R i ?Dlllltel} :Invali(l {rroups
. :(,‘mmtel: :Ill's':ilill (lass
Page Footer .| @Program ID

T@Total Page

When the report sets up, click the “lightning bolt” to run the report.

For almost all of the reports, you will be
prompted to enter some kind of
parameters, such as beginning & ending
neighborhood range.

Enter the parameters as needed.

Enter Parameter Values X|

Parameter Fields:

MeighborhoodBegin

MeighborhoodEnd

Enter beginning neighborhood of Range

Discrete Walue 0 - ( default) j

QK. I Cancel Help
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Appendix Y-2 Upload to AS/400

1. Inthe AS/400, click on the “send files to host” ﬁ icon.

= § Session A - [24 x 80

e Edit  “iew  Communic

B BE 2%

2. Browse to the ProVal detail file to be uploaded (valdet.txt). This
located in your Manatron\ProValPlus\DataPlus folder

8 Data Transfer To AS/400 - PC525054. TER

file should be

File Wiew Tools Help

A HE S

File name: atrom'ProvalPlushD ataPlusiyalD et bt Browse...

A5./400

PC %K

Path to your DataPlus
folder should be here. If
not, use the browse
button to find the folder.

Syster:  [10.30.34.102

Library/File(Member];
|UADFILE£P'U8W-‘«L[P’UBW-‘«L]

Transfer data to &5 /400 |

Your AS/400 System
Name here.
—

\KUADFILE/PVSVAL file
name should be here, if
not, use the browse button
to find the PV8BVAL
member in UADFILE.
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3. Browse to the AS/400 UAD file - UADFILE/PV8VAL[PV8VAL\
» Expand “UADFILE”
> Browse to, and expand “PV8VAL
» Select the member (PV8VAL)
» Click the “Select” button, and then click “OK”.

Browse Files and Members

Axailable filez and members:

[=] DEBUG ~

[=] MAINTCLIE
[£] GE00M
[£] BEPL

[£] QFDA

[=] RSF

[=] RSFTOOLS
[£] TAATOOL
[=] TESTLIE

[£] UADFILE [%
+- = BBS1012279 b

e e e B e B e R e B e R e R R

Selected files and members:

UADFILEPvEALPY VAL Remove

ak. | Cancel Help

4. Click the “Transfer data to AS/400” to begin the upload

78l Data Transfer To AS/400 - PCH525054. TER
File Wiew Tools Help

& || i

PC

File name: atrontProvalPlustD ataFlushy alDet bt Browsze. ..

A5/400
Spstem:  [10.30.34.102 =

Libram/File[b ember]:
|U.-’-'«DFILE ARV RV ALIPWVENAL)

Detailz...
Transfer data to AS 400 | /

5. If the data uploaded completely, you have finished this step and can return to your

checklist instructions, if not please continue with step 6
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6. If you get a file mismatch message as depicted in the following screen shot, you
need to re create your PC file description file (pv8val.fdf). Click “No”

AS/400 Data Transfer X

::/ The P file name has changed and no longer matches the file description file name.
]

Do you want ba aukomatically reset the file description file name ta match the PC file name?

Y Mo 4“/

7. You will now be prompted with the following message, Click “No”

457400 Data Transfer

::/ The system name o library/file name has changed. The customized S0L statements may need to be updated.
L]

ho “/

Do you want bo continue?

Yes

8. Close the “Data Transfer to AS/400” window.
9. Open Windows Explorer and navigate to your dataplus folder.
> Rename valdet.txt to valdet_orig.txt (This will preserve your export file
which will again be renamed valdet.txt in later prior to uploading).

10. Return to your AS/400 Session

5%| icon

11. Click on the “Receive files from host”

¥ Session A - [24 > 80]

Fil= Edit Miew Communication
S
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12. The “Data transfer from AS/400” window will open. In the “AS/400” section,
click the “Browse” button

24 Data Transfer From A5/400 - PC525054. TTO
File View Help

A

ASAA00
System name: |‘I 03034102 j

File name:

D ata Options... |

FC

Output device:  |File ~|  Detais..
File: name: |D:\Manatron\F’rovalF’lus'\DataF'Ius'waIdet.t:-ct Browse. ..

Farmat Options. .. |

Transfer data from &5 /400 |

L

13. In the “Browse Files and Members”, expand “UADFILE”

Browse Files and Members

Aevailable filez and members:

=3
= B

!

[=] DEELG
MAINTCLIB
QGDDM
OGPL
QFDA
RSF
RSFTOOLS
TAATOOL

TESTLIB / [%
ADFILE

Selected files and members:

- -F-H-FH--EH-F- - E

i |1 [ [ [ [

%

0k | Cancel Help
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14. Scroll down to “PV8VAL”, expand it and select it’s member “PV8VAL”. Click
the “Select” button, then click “OK”

Browse Files and Members

Available filez and members:

+

P S
o] PYEaL0002

o] PEaL0003

o] PEaL 0004

o] PEAL000S S
Py ALDD0G

@] PYEVALOD07

S PryEvaL 0008 A

e e e e e R

Selected files and members:

UADFILE AAa ALY S AL FRemove

OF. | Cancel | Help |

15. Browse to your DataPlus folder, and name the file “valdet.txt”. Thisis a
temporary file that will be renamed in a later step.

Data Transfer From AS/400 - PC525054.TTO M=)
File Wiew Help

IE

A5/400
System name:; |1 0.3034.102 j

File name: LIADFILE /PENAL [PYSAL) Browse..
Data Options...

FC
Qutput device: | File j

File name: |D AManation'ProvalPlus\D ataPlus\valdet bt Browse.
Fomat Optiong...

Transter data from AS /400
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16. Click the “Details” button in the “PC” section

=1 Data, Transfer. From AS/400 - PC

File Wiew Help

2l

AS5/400
Sustern name: |1 030.34.102 j

File name: UADFILE/PYBVALIPYEVAL] Browse..
Data Options...

FC

Dutput device: |Fi|e

File: name: |D:\Manatmn\vaaIPIus\DataPIus'waIdet.txt Browse...
Format Optiane...

Tranzfer data from A5 /400 ‘
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17. Your PC “details” should look like this.
» Check “Overwrite existing file”.
» Click the “Browse” button to navigate to your DataPlus folder. Type in
the file name “pv8val.fdf”

> Click “OK”
File Details T
Output PC file

" Create new file
* Owenarte existing file

" Append to existing file

File type:

ASCI Test | D ekails
Translate EBCDIC to: ASCI -

PLC file dezcription file
v Sawe tranzfer description

Fil= name:

PROYVALPLUSAWDATAPLUS \pwBval FOF Browsze...
Ok, | Cancel & Help |

18. Click the “Transfer Data from AS/400” button.

19. Once the PC and description files have been created, open Windows Explorer and

navigate to your DataPlus folder.
» Rename valdet.txt to test.txt (This is the temporary file that we won’t be
using).
> Rename valdet_orig.txt to valdet.txt (This is your original export file).

20. You are now ready to begin the uploading process again — return to step 1.
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Appendix Z-1

Example of Clear Assessment Notice Status

Ml Clear Assessment Notice Status

Lea:

Parcel Selection
&+ all Parcels
" Input Filz

" Parcel Set |

© BIN

" Owner

" Address

" Alternate PIN
" Meighbarhood

Statistics

Parcel:

Count  Selected:
Start Tirne:
Elapsed Time:
Ay, Parcel Time:
Est. Time Left

]

Select parcels to process.

Filtered:
End Tirne:

Parcels/Minute:

Quit Selection Options...

Propertp Classes
(+ Al Property Classes

" Bange ’7

™ Agricultural

I~ Mineral

I™ Industrial

I Commercial

I Residential

I~ Exempt

I~ Utilty

I Other classes
Taxing District
o Al Digtricts

" Digtrict |

Processed

Be sure this says 001

L —

—LBe sure “All Parcels” is clicked on.

Assessment Motice Options

BEFORE CONTIMNUING!

The aszessment notice status will be cleared for selected parcels which have valus
changes with the given reazon code within the given range of effective dates.

THIS PROCESS CANNOT BE UNDOME. MAKE SURE vOU HAVE & GOOD BACKUP

Effective dates:

[T1/011900° 1o [04/09/2005

I Only clear the most recent valuation

—

" Reason code: |

Cert2005B_Appendix.doc
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Effective dates from 1/1/1900 through today.

And choose “All reason codes.”

Click “OK” when you are ready to clear the

notice status.




Appendix Z-9
Changing of Calculation Year

Path: Applications Window | Tables | Provaluation Engine Table | Residential Age/Factors

WALUE ELEMENT GROUPS Walue Item Category
" Dwelling Base Value Elerments and Modifiers DES
Improvement Factors =
" Dwelling Esterior Features: Porches, Patios, Garages, stc. Exterior Feature Factors
Dwelling Factaors
" Qutbuidings and Modifiers * [Addns, Garages. Carports defaults
Dwelling Attachments Factors
7 Manufactured Housing and Modifiers * [Additions, Garages, Carports)
Manufactured Housing Factors M
" Dwelling Additions and Modifiers Overall Default Factors
Clazs Factor Adjustments
' Grades, Age Adjustments and Other Factors Grade/Class Table Option
= ERED TABLES \
" Commercial Yard ltems and Modifiers Improvement Factors
Exsterior Feature Factors SEIeCt G rades’ Age
" Commercial Special Features and Modifiers Dwelling Factaors * H
* [Addns. Garages. Carports defaults AdJ UStments e
Dwelling Attachments Factors
* [Additions, Garages, Carports) ] )
Enter your current costing
Model Seial Humber model number here, for
T : ‘ ’Tl = ‘ N szs both In & Out, then click
ave elect it . .
e} ouT |4308 “Select”. Then click Yes if
: . model number is entered
Please verify your selection of tables.
correctly.
‘-?‘) Are the model serial numbers in and out correct? /
es Mo
gin
WallE ELEMENT GROUPS Walue ltem Category
" Dwelling Base Yalue Elements and Modifiers Overall Default Factors ~
AGE ADJUSTMENTS =
" Dwelling Exterior Features: Parches, Patios, Garages, etc. Improvemert 5 pecific T ables . ) ) )
oy " Outbuilding Default T ables Highlight this entry, then click
" Outbuildings and Modifiers Residential Default Tables « -
Fiesidential Numbered T ables Select .
{7 Manufactured Housing and Modifiers Manufactured Housing Tables
Commercial O efault T ables
" Dwelling Additions and Modifiers Commercial Mumbered T ables
Dwelling Attachments Factors
¢ Grades, Age Adustments and Other Factors *[Garages and Carports]
" Commercial t'ard [tems and Modifiers & i |
Perzonal Property Mobile Homes -
" Commercial Special Features and Modifiers SUBSTITUTE IMPROVEMENT CODE
Substitutes for Age Adjustments
FINISH ADJUSTMENTS
Finish +/- quality factors vl
Model 5 erial Number
IM 1306
Save Select Exit
‘ I ‘ out [ Enter your next assessment year

here, then click OK.

Pro¥aluation

(%)
Then Save and Exit.

Drefault for Residential Improvements

The age calculation base year for age
adjustments in the above category iz

2004
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